REMEMBER!!!!!

A good letter should consist of:

1. An appropriate greeting (Dear Peter, Dear Mr.Williams)

2. An introduction(reason for writing)

3. Main body (develop the subject)- Begin a new paragraph for each new point
4. An appropriate ending (Best wishes, your name.

                                          Love, your name)
ASKING FOR ADVICE LETTER
Opening Remarks
-I’m writing to ask for your advice

-Can you give me your advice..

-I’ve got a problem and I need your advice


Closing Remarks

-What do you think I should do?

-Please, let me know what you think I should do.

-Please, tell me what to do.

-Can you give me some advice?

GIVING AN ADVICE LETTER

Opening Remarks

-I’ve just got your letter and I think I can help you.
-I was sorry to hear about your problem.

-Here’s what I think you should do.

Suggestions
                                 Closing Remarks
-Why don’t you…
                                   Let me know what happens.
-You should…
                                 Hope this will help you.
-It would be a good idea to…

- What you should do is…

-The best advise I can give is…
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